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The BEx Ad Hoc Query Fundamentals – Part I section provides an overview of BEx Ad Hoc Query 

Fundamentals for creating a basic ad hoc query in BEx Query Designer.  
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BEx Ad Hoc Query Fundamentals – Part I contains the following key terms and concepts:

� Key Figures

� Dimensions

� Characteristics

� Free Characteristics

� Attributes

� Filters

Ad Hoc Query 

Design Area

InfoObjects: 
Key Figures, 

Dimensions, 

Characteristics, 

Attributes
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Key Figures are numeric InfoObjects that are the object of analysis in BW/BI reports, such as number of 

employees, number of positions, annual salary, etc.  Key Figures quantify *Characteristics.  

For example:

Indicates a Key 

Figure

*Characteristics are InfoObjects that describe the Key Figures and 

are usually added to the Rows section of the ad hoc query.

Key Figures are usually 

added to the Columns 

section of an ad hoc 

query.  Key Figures 

can also be added to 

the Rows.

In the Headcount InfoProvider, Key Figures 

include: 

� Number of employees

� Annual salary

In the Quota Data InfoProvider, Key Figures 

include:

� Compensated hours

� Donated hours

� Forfeited hours

� Accrued hours

� Taken hours



Key Figures
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Key Figures are usually added to the Columns section of the query and Characteristics are usually added 

to the Rows.  Key Figures can also be added to the Rows section and the Characteristics in the Columns.

The example below shows the difference between adding Key Figures in Columns and adding Key Figures 

to the Rows in the ad hoc query results: 
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Key Figures
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Adding a Key Figure

The example below shows how to add the Annual Salary Key Figure to the Columns section of the ad hoc 

query.

To add a Key Figure to the Columns section:

1. *Drag&Drop the Annual Salary 

Key Figure from the Key Figure 

section of the InfoObjects 

list to the Columns section 

of the query.

Characteristics

Key Figure 

InfoObjects

Characteristic/ 

Attribute 

InfoObjects

Key Figures 

quantify the 

Characteristics

*To Drag&Drop, left mouse-click and hold the 

Key Figure.  Move the Key Figure to the 

Columns section and release the mouse.



Key Figures
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Removing a Key Figure

The example below shows how to remove a Key Figure from an ad hoc query.

1. Right mouse-click on the Key 

Figure in the ad hoc query to open 

the *Context Menu.

2. Select Remove. 

(This action does not remove the 

Key Figure from the InfoProvider.  

It is removed from the ad hoc 

query only)

Result:  The Key Figure has been 

removed from the ad hoc query.

To remove a Key Figure from the query:

*A Context Menu is a list of commands and properties for a selected object.



Dimensions

Dimensions are logical groupings of Characteristics and Attributes in an InfoProvider.  Dimensions can be 

found in the InfoObject section of BEx Query Designer.  

Expand a Dimension to select Characteristics and Attributes within the Dimension (Dimensions cannot be 

added to the ad hoc query).
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Indicates a Dimension

Click here to expand/ 

collapse Dimensions to 

view Characteristics and 

Attributes

Characteristics of the 

Personnel Area Dimension

Personnel Area Dimension



Characteristics
Characteristics describe the Key Figures.  Characteristics are selected from the Dimensions of the 

InfoObjects list and added to the query.

The example below shows how a “Personnel Area” Characteristic and “Number of Employees” Key Figure 

will produce the following ad hoc query results if the Department of Personnel is selected for the 

Personnel Area:  

Characteristic = Personnel Area Key Figure = Number of Employees

Result: 1790 – Department of Enterprise Services 1072 (example only)
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Indicates a 

Characteristic or 

Navigation Attribute

Key Figures

Characteristics 

describe were the 

Key Figures come 

from



Characteristics
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Characteristics are usually added to the Rows section of the query and Key Figures are usually added to 

the Columns section.  Characteristics can also be added to the Columns section and Key Figures in the 

Rows.

The example below shows the difference between adding Characteristics in Rows and adding 

Characteristics to the Columns in the ad hoc query results: 

Characteristics in Rows

Characteristics in Columns

Key Figures in Columns
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Characteristics
Adding a Characteristic
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The example below shows how to add the Personnel Area Characteristic to the Rows section of the ad hoc 

query. 

To add a Characteristic to the Rows section: 

1. Expand the Personnel Area 

Dimension.

2. Drag&Drop the Personnel 

Area Characteristic from the 

Personnel Area Dimension

to the Rows section of the 

query.



Characteristics
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Removing a Characteristic

The example below shows how to remove a Characteristic from an ad hoc query.

1. Right mouse-click on the 

Characteristic in the ad hoc query 

to open the Context Menu.

2. Select Remove. 

(This action does not remove the 

Characteristic from the 

InfoProvider.  It is removed from 

the ad hoc query only)

To remove a Characteristic from the query:

Result:  The Characteristic has been 

removed from the ad hoc query.



Free Characteristics 

Free Characteristics are Characteristics or Navigation Attributes in a query that do not display in the initial 

query results.  Free Characteristics can be added to the query results.
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In the example below, Organizational Unit has been added to the Free Characteristic section of the ad hoc 

query.  As a Free Characteristic, Organizational Unit will not initially be displayed in the ad hoc query 

results.  

To display the Organizational Unit in the ad hoc query results, drag and drop Organizational Unit to the 

section that you want it to display in your report.

1. Add Organizational Unit as a Free Characteristic 

and run query on the web

2. Drag Organizational Unit from the Free 

Characteristics section and drop it where 

you want it to display in your report

3. Organizational Unit has 

been added to results

Add 

Organizational 

Unit to Free 

Characteristics 

section Result

Organizational 

Unit has been 

added to ad hoc 

query results
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Saving an Ad Hoc Query
BW/BI Power Users have the ability to create an ad hoc query that is visible only to themselves 

(Personal) or to other BW/BI Power users in their Agency (Agency-specific).  

The technical name used when the query is saved determines if it is Personal or Agency-specific.

Ad hoc queries saved as Personal or Agency-specific can only be modified or deleted by the BW/BI 

Power User who created the query.

The following pages show how to save Personal and Agency-specific ad hoc queries.
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Saving a Personal Ad Hoc Query

To save a Personal ad hoc query, BW/BI Power Users are required to prefix the ad hoc query Technical 

Name with “A” (indicates a Personal query), followed by the user’s agency number with an underscore 

(_).  Any alpha numeric characters can be entered after the required prefix.  

The example below shows a sample Personal query for a user who belongs to Agency 1790:

Saving an Ad Hoc Query

“A” Indicates a 

Personal ad hoc 

query (required)

BW/BI Power User’s 

Agency (required)
Name of query

BW/BI Power Users will not be able to save ad hoc queries if the 

Technical Name prefix requirements have not been followed.

Underscore (_) 

(required)
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Saving an Agency-specific Ad Hoc Query

To save an Agency-specific ad hoc query, BW/BI Power Users are required to prefix the ad hoc query 

Technical Name with “X” (indicates an Agency-specific query), followed by the user’s agency number 

with an underscore (_).  Any alpha numeric characters can be entered after the required prefix.  

The example below shows a sample Agency-specific query for a user who belongs to Agency 1790:

Saving an Ad Hoc Query

BW/BI Power Users will not be able to save ad hoc queries if the 

Technical Name prefix requirements have not been followed.

BW/BI Power 

User’s Agency 

(required)

Underscore (_) 

(required)

Name of query

“X” Indicates an 

Agency-specific 

ad hoc query 

(required)
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1. Click the Save Query icon       from the BEx 

Query Designer toolbar of the ad hoc query 

to save.

Result:  The Save Query screen will be displayed.

2. Enter the query Description in the 

Description text box:

“My Personal Query”

3. Enter the query technical name in the 

Technical Name text box (using YOUR

Personnel Area number):

“A1790_MYPERSONALQUERY”

4. Click Save.

Saving an Ad Hoc Query
The example below uses a sample query, “My Personal Query”, to show how to save a Personal ad hoc 

query developed in the Headcount InfoProvider for a BW/BI Power User in Agency 1790.

To save a Personal ad hoc query once a query has been 

created:

Result:  The ad hoc query is saved.  
(A Personal query can be displayed/run/edited/deleted by the BW/BI Power User who created the ad hoc query only. To save the query as 

agency specific, use an X instead of an A)
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Attributes
An Attribute is a field that describes a Characteristic.  For example, Master Cost Center and WMS Review 

Date are attributes of the Employee Characteristic. All Attributes are “point in time” reporting only.

There are two types of Attributes in the InfoObject List:

1. Navigation Attributes – Function in the same manner as Characteristics.  Fields are “navigational” 

(can be drilled down on, sorted or filtered in the query results).

2. Display-Only Attributes – Must accompany the Characteristic it is an attribute of.  Fields are not 

navigational and are for display purposes only.
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Display-Only Attributes 

of Person (must include 

the Person 

Characteristic)

Person Characteristic

Navigation Attribute of 

Employee

Employee Characteristic

Click Technical Names 

icon to toggle 

Technical Names of 

InfoObjects On/Off

Indicates a Characteristic or 

Navigation Attribute

Indicates a Display-Only Attribute



Attributes
To distinguish between a Characteristic and a Navigation Attribute, refer to the technical name:

� Characteristics have a single Technical Name. 

� Navigation Attributes contain the Characteristic’s Technical Name followed by a double underscore 

(_) and the Attribute’s Technical Name. 
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Characteristic

Navigation Attribute

Double 

Underscore



Filters
Filters are restrictions added to an ad hoc query that limit the results of the query to a value or multiple 

values of a selected Characteristic when the query is run. 

The example below uses the Headcount and Personnel Actions InfoCube to show how to add a filter to 

display results for the Department of Personnel only.

To apply a filter to the ad hoc query:
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1. Drag&Drop the Personnel Area 

Characteristic to the Filter section of the 

query.

2. Right mouse-click the Personnel Area filter 

and select Restrict from the context menu.

Result:  The “Select Values for Personnel Area” 

screen is displayed.

3. Click the drop down arrow, select Single 

Values and scroll through the list under the 

Description column.  

4. Drag&Drop the “Your Personnel Area” value 

from the Description column to the 

Selection column.

5. Click OK.



Filters

Result:  A Filter to in the ad hoc query results has been added.
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Filter Indicator

Restrictions placed in the Filters section are hidden from the user running the ad hoc query.  Restrictions can also be placed on 

Characteristics in the Free Characteristics, Rows or Columns section.


